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T0: Director of Persomnsl
FRON:  Chief, Records and Services Division
SUBJECT: Revision of Table of Organmts.on to Reflact
Manpower Staffing and Deve‘.l.ometrb Requirementa
I

1. FROBIEM

To estabush Agency-wide policies and proceduwres for the
smplewentation on the development and mintena.nce of tables of
organizat:lon, namely, staffing complment \'s and development

compliment W\

2. ABSWMPTIONS s

a. Staffing complement » will be organized on an operational
compouent basis.

b. Development complmntw will b2 organized on a career
service basis. '

5

c. Staffing couplesent \ﬁ@{a will essentially remain as preseatly
organised; i.e., positien t.i:his, series, and grade.

d. Develomment cm:plemen%w\e will be besed on numbers of
regard to htit%seﬁes number .
&5 vill be restricted by celiling controls

established gimilar tG THE present ceiling controls (mumbers rather
than budgetary limitations). |
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£. All movement of persounnel to elther 4y w11l be done
by means of personnel actions.
g. Initiating personnel actions effecting personnel will be

o
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3) Details from other agencies r\(militazy/)a.nd civilian)
) Details to other agencies |
1. Deputy Directors and Heads of Carser Serucesm are
responsible for establishing amd controlling the time an individual
18 charged against a develormental complement.
3. Individunls assigned to ioi development complement -swebien—
b=gal0 can be pald from either vouchered or confidential funds. &Téﬁ
k. '.fhose individuals assigned to the development complement
will be identified by categories:
1) New employees
2) Returnees fram overseas
3) Projected overseas assignees
I4) Trainee - external
5) Traipee - internal
6) Details out of the Agency
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w070 BEARING OR THE PROBILEM
e Yme Office of Personnel is Iﬁsponsible for the record
Leeping, mrocessing, control snd reporting of ell assigmments of
o ividueds to and from established ¥/0's.
Yhe pew %/0 noncept will change the opsrational ga'ﬂém’im'es
peoreo iy eswsbilished by the Office of Yersonnel.
L OISCUSSION |
3. Unes $/0's ave estoblished under the new doncept, the
73t peoblem will be to identify all individunls according to their M
wesert statusy i.e., staffing complesent or development complement. g
vees g2ll individusls are identified, iU w:ill be necessary to take action
4 assign them to the appropriate deveiopment complement.
. In onder to perform the cwrrent processing after the initial
whane 48 over, the following steps are propossd
1) HNew employees (other then IAS)
&) Operating components prepare SF-52 assigning
the individual to the staffing complement.
w) This sction is ruuted through the Caveer Board for
concurTence, snd then to the Office of Personnel
¢) Upon receipt by the Office of Fersonnel, procedures
now veling foliowed will vemain the same.

a) I the operating component plans on orientation

or training for more than thirvty (30) days, vhen the ?
individusls enters on duty, «mSF 52 will be prepared by d

the operating cowpoaent essigning the individuals to a

.L..’L'g..,
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development complement of the Caresr Board concerned.
This action will be routed through the Career Boayd for
concurvence, and then to the Office of Personnel for
processing.

e) When the individusl has completed his crientation
and treining, and is ready to be essigned to a functional
position, the opereting component prepares 3;53-52 reassign-
ing him té a staff complement, and then routes the action
through the Career Board for concurrence.

2) Wew employees (IAS)

a) The Office of Persoanel will pwrepare SF-52
assigning these pea@le to the Office of Persomnmel, IAS
Development Complement, and these individunls will EOB
against this complement ‘

b) When a permenent assignaent is determined, the
Office of Personnel will prepare a personnel action assigning
the individual to the appropriate staffing complement.

3) Returnees from cverseas - FCS (who have not been |
reassigned to a Elepartmzrh&l_ Staffing Complement) 25X1A6a

a) Upon notification that an individual has departed
his oversess station, the operating camponent will prepare
s SF-52 assigning the individual to the eppropriate
development comploment 1f en assigument to a atafﬂng
couplement cannot be effected imssdiately.

" GONFIDENTIAL
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b) The action 18 routed through the Career Beaxd
for concurrences.

c) When the individual is resdy to again assume
a functional position, the gaining component will prepsre
an SF-52 assigning him to a staffing complement T/0.

d) The action is routed through the appropriate
Career Board for comcwrrences anl then to the Office of
Perasonpel for processing in th2 normal IE30NLeY .

L) Projected overseas assignees

a) When an individual bas been selected for a special
oversess assignment, ard is relieved from his present position, an
SP-52 will be prepared by the component requesting assignment
o an appropriste development complement.

b) The action is routed through the appropriste Carper
Poard for concuvrence end then to the Office of Personnel
for processing.

e) Ugpon notification of arrival at the FCS overseas
atation, the galning division prepares an SF-52 requesting
assigmrent to the field staffing complewent.

d) The action is routed th:muéh the appropriate Camer
Boawd for concurrsince and ther to the Office of Personpel
for processing.

d4) In the case of a returnee from overseas in a develop-
ment complement who is selected for anobher oversess assimném s
an SF-52 will be prejeved showing this change. |

-5 -
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5) Trainees

&) ¥ben an individual is scheduled for full-time
external, or Agecey training for periods in excess of
ninety (90) deys, the operatiné eaaponent ptcepa}res an
SF-52 requesting assigmment to the appropriate V'Ca.reer
Board Develogment Complement.

b) The action is routed through the appropriate
Caxreer Bmﬁ for concurrence and then is forwarded to
the Office of Fersonpmel for processing.

¢) Upon return from ti*a,:!ning, the operating component
prepares anSF-52 requesting asssigmument to its staffing
complenent . '

d) The action 18 routed through the appropriate
éamex* Board and then through the Office of Personnel.

| €) The effective date will be shown om the SF-52

by the operating component.
6} Details outeide the Agency

a) If en iedividual 4s detailed to enother Federal
Agency for move than six months, an SF-52 reguesting
asgigrment to the apwopriate development complement will
be prepared by the operating component.

b) The action will be trensmitted through the Coreer
Board for concurrence, aud then to the Office of Personnel

for proceasing.

- B -
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c) The BP-52 viu. show the beginning and ending
dates of the detail. BExtension of dstall will require
& new SF-52, | |

) The effective date of change from the staffing
complement to the ‘dev:eloment, or vice versa, will be
~&hown on the SP-52 by the operating componenta,

7) Changes in record keepingk_

a) The assignment of personnel to the development
complement who are in-casuals or out-casuals, as outlined
above, will result in the abolition of the yreparation of
the Form - Status of In and Out Casuals, by the Records and
Services Division. The onus of keeping the CPfice of
Personnzl aware of the casual and trainee situation would
be upon the operating c<:tnp:.:u:xem;s°

b) The daily ‘report submitted to DD/P by RSD of
returnees and departma? would also likely be abolished,

¢) The use of the develomment complement will not
result in better Office of Persouanel reporting where
personnel are working than heretofor, although that has
been__ 8 criticism leveled at the Office of Fersomnel in

~ the past, : |
8) Changes in reccrd preparation |

a) Question: Who will be responsible for the pre-

peration of en initiel or annual Pitness Report that is due

while an individusl is assigned to the development comnplsment?
. ST
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Discussion: Based on current regulations, the immediate
. supervisar 1s responsible for completion of the indtial and/cr
annval Fitness Reparts. However, while assigned to &
davelopment camplement, it is not clear Vo is the individual's
supervisor. ) '
b) Question: Who will certify thet contuct and service
are satisfactory for pmes of periodic step incméses?
‘ 'Discnseim: Also, it is not clear as to who is the
individual's supervisor. |
e) Question: Who is respansible for determining
the re-employability of an individuasl who separates from
a8 develomment complement?
Discussion: Again, the question is who 18 the supervisor?
d) Question: Should there be an extension of the trial
of one year of new employees to campensate for the time
assigned to a development complement?
Discussion: In all fairness to an individuwal, it
appeaxrs desirable to evaluate him for his on-the-~job
yerformence, rather than time spent in training, or time
spent in awaiting full gecurity clearance.
5. CONCLUSIONS :

8. The establishment of the development complement appears to
require new policies with respect to in-and-out cagual record keeping.
and reporting, Fitness Report processing, PSI rrocessing, redefining

-8 -
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Of length of the one-year trial period, and determination of re-
eaployebility.
b. The establishment of the develoment complement will require
the mreparation of more persomnel actioms that is wesently required.
e. Office of Personnel will not be in any better positicn to
repart where individuals are actually working than under the present
system. Accountability is based on information contained in the
8F-50 ar F-52, hencs, if an employee is parforming functional duties,
but assigned to the development complement, it will not necessarily
be known to the Office of Persomnel.
6. RECOMMENDATIONS
a. That policy be estsblished on the following issves:
1} Will the in-and out-casual records now maintained by
the Office of Pexsonnel be continued?
2) V¥ho will prepere Fituess Reports Vdue while an individual
is assigned to a development complement?
3) Who will certify to the conduct and performance of
individwals for PSI purposes?
L) Will there be an extension of the one-year trial period
to offset time spent by a new employee in a development complement?
5) Vo vill determine the re-employability of a separatee?
b. The procedures set forth in paragraphs Lb, .above, be approved.
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FURTHER QUESTIONS

1. ¥hen an individual i separated for Military Service, while in
the Develoment Complement, what are his rights vhen be returnst (b)
¥Whils he is in the Bervice?

2. Whate Office maintains time and attendance rvecords while an
individual is in the Development Complement, if he loses his identity
with a specific division? (If Cereer Bosrds are responsible for

Development Complement T/0.)

3. Is time in Development Complement creditable toward Caveer Staff
Membership? (Three years)

4. Who will approve INOP on those individuals in the Development
Complement? '
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